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MEMORANDUM FOR: "ﬂn\ tor of Porvonnel

7oty Of Soonrd ats

S, Medical siaff

SUBJECT : Eeporring Emplovee Hmereen. io-

L, For sevcral vears we iiave been usino a cyste m of renorting emploveoe
emergencies by telephone, as the emernoncies occur. 1o this Office and to the
Office of the Executive Dircctor as well as to athor e P roated compononts of
the Agency. Tam told that zach of vou has a «ona rat amul in some caces, a
somewhat more formadized sysram for havin. armnrar weleq renerted to vou.
For the most part, Tam swie that thoge systems worl entirely r.t_gl"it.;fqpf'ori]‘ve
There are, however, times wion the system of felenh me commeimication to
this Office and to the Office of the xecutive Directar Jdoce nnat comnlately
serve its purpose to everyone’s satisfact on. Wit a o iev toward imoroving
our average for customer satisfaction, T have had a fi rm develoned for usr):
ny each of your offices in reno Tring Pmnla wvee emereersics simultareously to
this Office, the Office of rhe Pxecutive 1Direcrar. he Hrica of the other Dennurr
{Yirector concerned, and incividual sunilomentary dic sihatian ag determined
by the originator which migi't include, for exampla, tl> Aggistant to the
director for nublic informarion

2. Thave no desirc to distirh vour existing interaal ~enorting systems

noOr to superimpose a new svstem over them.  The ohiccrive is ta nrovide a
method somewhat more svstematized than a corion af clentimo cnily g
permit simultaneous renorting ro all interosted na~tie Hsing rhie form,
whichever of your offices re cives infory fiea aboat oo o noloyee emergency
fivst would U)m{)lvtc the reaaived numbor of conieg of he form and l‘!&,i‘r)l‘mrg
them immcdutcly and simulr maoemisly thronoh rhe anevsoaiic tahe svarem,
Incidents which occur Aduvinge the nicht hitt are not aeri g enouah to warrapt
;'mls'mq the interested party should be reo ported on this form first thone the

ollowing morning in rime for the mfmx-n ion rohe e siv sl np 1ater than
,845, A few examples of the kind of rhine T have iy mi o imay ilFistrate the
DUrpose: |

a4, Recentlv an emiloyce who was sunbosidd e he awav ‘or he
weekend visiting relarives turned un in a Midwesr 1il This infor-
mation came to rhe Acency via the Office of Securicy.,  To renarr
this information using rke new form. “he Secarity  £f1 er who received
the information would comnlete the atrached form A emivh conins to
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notify the Devuty Director (Suppert), the Lixecutive LDiirector, the Deputy
Director of the component tu which the emplovee was assigmed, the
Director of Personnel, and the Assisrant to the idxcecior, I the infor-
mation had been recceived by the Qe of Secarit, during the night,

the form would have be:n combleted and dispatch:d v poneunatic nibe

toy the addressees at (830 in the moriing.

b, A senior employee enrolled 'noan QT conrse given at the
Headguarters buiiding {ecame suddenly ill, aad ¢ Pledical Staff
was summoned immedinteiy, In this case. the Moedicoal Qfficer would
have complered tre forra, without dovaleing ary noofessional confidences,
angd had it distributed br pueumatic tihe iremaoediaie by to the Exeoutive
IZirector, the Deoyurty Director (Surport), the Dircotor of Personnel,
and the Deputy Director of the compenent 1o whicl the employee was
assigned, In this case, there would ae no neod te noifv the Director
of Security or the Assistant to the Director,

c, An employee svifered a heari attack while off duty and away
from the Headguarters nuilding., “The Oftice of Porsonnel was the first
component to receive the renort ot this incident.  The rew form would
be combleted by the Office ¢f Personiel in envurh con ies to malke
gimultaneous distribution 1o the Execstive Direct v, the Denuty Divector
{Support), the Deputy Director concerned, and the Cliief, Medical Staff,
In this case, notivicatioa to the Direcior of Scecuri~v « nd the Asseistant
fo the Director would b discretionary and decide. according te the facts
and specific circumsrarce: of the incident,

The Office of Personnel has a supply of thiese forrss ond will make them
available upon request, Unii we have some cxperience with the use of these
inrms and intreduce rafinen.ents which will, no doubt. he desirable, the
soneral rule of thumb shoul be: when in doubt--repori, Meanwhile, if you
bave any questions please discuss them with Seb Wilte - who can be reached
on extension

Uiless you have some specific objection T would Tike 7o start using this
new system immediately.

Attachment:
Report of Employee Emercency Form
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TRANSMITTAL SLIP | ™38 ncrober 1963
TO: /
____Executive Director

ROOM NO. BUILDING T B

7 D 59 HQ

REMARKS:

For your information.
74

FROM:
_____ Deputy Director (Support)

ROOM NO. BUILDING " [ EXTENSION

25X1 7D 26 HQ _J
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